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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Janet-Marie Salinas
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: Andrea Riley
	personnel date: 04/08/09
	PERCENT OF TIME: 










45%
	activity: POSITION SUMMARY
Under direction of the Staff Services Manager I (SSMI), performs administrative duties for the Division of Engineering.  Assignments are general in nature, as the individual is expected to exercise considerable judgment in making decisions and taking action in accordance with Government Code, State laws, and departmental policies and procedures.


ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others and maintain consistent attendance.  The specific essential functions of this position are as follows:

Monitor, analyze and review fund center and program cost center budget after input of budget into SAP, and makes recommendations to management for anomalies or need for corrections.  Using the SAP system, reviews, analyzes, and includes in a variety of reports for distribution to managers.  Coordinates with DOE line managers to determine funding levels of new programs.  Meets with line managers to identify historical and current costs as required.  Coordinates, analyzes, reviews and drafts resource requirements for DOE programs.  Using SAP and Excel prepares Division reports as requested by Division management.  Trains Division program managers as needed on cost management using SAP.  Training and interaction with program managers may require travel to off site locations via air travel or other means of transportation.  Surveys the need for and establishment of new WBS's and Internal Orders.  Prepares the Division Program Component Statements and supplements to the Component Statements for use by management and the State Water Contractors.  Works with SSMI and Program Managers to determine need for Budget Change Proposals, drafts proposals, works with Department Budget Office to compile package. Prepares cost object revision documents for DOE programs.  Evaluates program proposals and reviews the requests for funds to ensure justifications are adequate, complete, and in conformance with authorized work plans.  Coordinates the preparation of Quarterly Status Report of DOE work and work done for other divisions for distribution to State Water Contractors and others.   This requires using research techniques of direct comparison of actual versus planned expenditures, historical 
	classification: Associate Governmental Program Analyst
	appointee: vacant
	dwr position number: 3110-5393-xxx
	sap personnel no: 
	sap position number: 50002724
	division: DOE/ASB/Human Resources & Fiscal Services 
	mcr: 1
	percent2: 






20%






15%


















10%




5%
	activity2: data, Division and Department standards and trend analysis.  Also must utilize knowledge of computer software applications such as Microsoft Word, Excel, SAP, or other utilized computer applications.  Collects, analyzes and prepares a variety of reports for a wide range of historical and real-time data for the Division. Review program control processes and procedures, recommends modifications and develops new reports to assist line and program managers and chiefs with their programmatic needs.

Disseminates and explains to Program Managers State and Department policies, rules and guidelines on Budget preparation.  Prepares budget and makes necessary recommendations for additions and/or changes.  Compiles and distributes prior year information in spreadsheet format for use by Program Managers notating anomalies.  Liaison with Program Control offices from other Divisions to provide hours needed for work DOE is a participant in for other Divisions; drafts write-ups to support requested hours. 

Responsible for Division Travel Management.  Review prior year travel budget, requests and usage.  Query Division management of travel needs and requirements to develop the Division’s out-of-state and out-of-country annual travel blanket.  Analyze requests, in comparison with prior year and recommends modifications to Division management to ensure Division stays within travel blanket authority.  Utilize Excel to track actual trips taken and expenditures to ensure the Division stays within its allotted number of trips and allocated funding.  Assist managers and supervisors in locating appropriate substitute trips or additional funding for necessary travel; recommends means to facilitate employee travel required to meet work needs.  Reviews travel requests for conformance with the State Administrative Manual, DWR Administrative Manual and Division policies and keeps management informed of changes in travel policies.  Prepare quarterly reports for out-of-state and out-of-country for the Division Chief.  Serves as liaison with DWR Budget Office and Division program managers.  Responsible for timely response to any Budget Office and/or Department of Finance drills related to travel.  Coordinate annual out-of-state travel response for Division including Equipment and Material Inspection trips. *As in-state travel coordinator, utilize SWABIZ account manager module to track and update users within the Division.  Run and analyze quarterly reports to ensure unused trips are used prior to expiration.  Disseminate SWABIZ information including DWR and Division policy and procedures, any special deals being offered by SWABIZ, car rental information, etc.  

Prepares of the monthly Fund Center labor cost report.  Analyzes and reviews fund center and program budget after input of budget into SAP, and makes recommendations to management for anomalies or need for corrections.  Responsible for keeping a running account of approved budgeted funds for all DOE programs.  

Coordinates processing of form 1498 and project details to ensure appropriate fund availability for program and projects undertaken by DOE for client Divisions.  Receives form ensuring appropriate signatures have been obtained.  Utilizes SAP to ensure funding is available.  Distributes forms and makes available for client review on DOE intranet. Utilizes information for planning and quarterly reports. 
	percent 3: 5%
	activity3: Coordinates narrative portion for Bulletin 132 data used in projecting capital costs of future facilities of the State Water Project.  These duties include, but are not limited to, interacting with line managers during the gathering of cost and personnel data, in coordination with SWPAO. 


OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


SPECIAL REQUIREMENTS
Must be able to maintain and handle sensitive information confidentially, tactfully and professionally.  The activities require a broad background in fiscal disciplines such as accounting and budgeting as they relate to State Service and the Department in general as well as a strong technical understanding of current computer hardware and software applications, particularly Microsoft Excel and Access.  Good communication skills, both oral and written, are essential.
May require valid California Driver's license to operate vehicle.
	supervisor name: Janet-Marie Salinas
	employee name: 


